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11 .DISeliPm. or 5Snr1s - Inelode For. "0 

The series c o n s i s t s  of  i n s t i t u t i o n a l  f i l e s  which c o n t a i n  correspondance 
wi th  wardens, phone c o n t a c t s ,  and personnel  in format ion .  It c o n t a i n s  
s p e c i a l  p r o j e c t  f i l e s ,  s h o r t  range p r o j e c t  f i l e s ,  r e p o r t s  developed by  
r e s e a r c h  and developeoent ,  i n fo rma t ion  concern ing  i n v e s t i g a t i o n s ,  logs 
which c o n t a i n  correspondance,  speech bank, photographic  f i l e s ,  and a 'tape 
f i l e .  These are  f i l e d  a l p h a b e t i c a l l y  by  section. 
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YES NO 

I 

R1 13. Is t h i s  the Record Copy of the  ser ies?  
On1 l a c e  the s e r i e s  exist  i n  t o t a l  

14. Is tJeg a duplication of t h i s  5eries i n  another of f ice  or sgency? 
i .  
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15. doh3ei?n!&%&on' contained i n  t h i s  s e r i e s  ever smm?ized or  published? 

16. Does t he  series con tgn  classified information requiring securi ty  h a d l i n g ?  

17. Does,,the series document pol ic ies  and procedures of agency's operation o r  function? 

. .  Annual Report, macazines, books, etc. . .  
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18. Could the  fuaction be performed if the  files were l o s t  o r  destroyed? 

19. IS the series ( o r  major portion of i t )  regularly microfilmed? I f  yes, ww? 
[ I  
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20. Does the record series provide data as input t o  an EDP f i l e ?  

21.  Does the  record se r i e s  contain documentation produced as EDP printout? 
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. .  22. Is the se r i e s  afYected,by Federai,or grant funds? . .  ~~ 

23. W i l l  the're be a need for  thqse r&ords 10, 15 y&qs from n&? If ye&, what? 
~~ . .  . .~ . .  .~ ~~ .. - .. . .  
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. . .  - -  ?4. REQUIREMENTS. ,~&e foUoving requires the f i l e s  : t o  be kept 5 :.' years: ~~I . -  
~. 

4.1 ISTAIPE . .b. [ ISTATWE OF '-C.  []AUDIT 'a. []FEDERAL . ,  e. [ ] k I S T l U $ I W  f - NJHISTORICAL 
LAW LIMITATION ~ ~ F R ? O D  . ?,All - '  DECISION , , .vALm~ . 

( C i t e  taw, Statute, OP other mason ;fop the rktebtiori i.e4uiremijt) 
Su ' f f i c i ent  number o f  years for departmental value 

25. AGENCY ECOWENDATIONS.  'This  agency recommends tha t  the f i l e  s e r i e s  be cut off at the end 
of each -HCALEpDAR YEAR -[]FISCAL YEAR -[]OTHER ,then: 

Hold i n  c u r r e n t  f i l e s  a r e a  1 . . y e a r ,  t h e n  t r a n s f e r  t o  . 
L Archives :  p e r m a n e n t l y .  
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